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MEMORANDUM FOR: Deputy Director for Support

SUBJECT 3 Purge of Retired Office Records

REFERENCE 3 Memo to D/Fin fr DD/8 atd 19 Aug 68,
subJ: Purge of Retired Office Records

1. Thig memorandum 1s in response to referenced memorandum and to the
guldance published by the CIA Records Management Board.

2. I have designated | ag the Office of Finance 25X1A
Records Management Officer. Asgisting him in the records purge program now
underway, is the Chlef of the Policy and Planning Staff. Other officers
will be designated es neceasary to complete the present program and to
establizh policles and procedures to reduce the volume of financial nmaterial
on deposit and thet being retired to the Records Center.

{

3. By latest count, there are 11,565 cubic feet of retired finance
records in the Records Cenmter. Of this volume 6,791 cubic feet are directly
affected by the decision set forth in DD/8 memorandum, DD/S 68-4221 deted
21 August 1968 (Attachment A). This memorandum dlsapproved the proposal made
by the Office of Finance that & block of retired records consisting of
original vouchers and supporting documentation created at Headquerters and
at fleld stations be retained a maximm of 12 yesrs. This nmaterial includes
rayroll vouchers for indigenous employees for whom individual pay cards are
not mainteined. Office of General Counsel has ruled that the payrcll records
must be retained 56 years. Further, the DDP approved the view of the Chier,
CI Staff, that supporting finance documentation which inecludes travel accounting
records (PCS and DY), operational enterteirment and expense vouchers, leave
records, fleld transportation reccrds and peracnel service contracts be retained ¢u“
30 years in order to effectively carry out CI Btaff's responsibilities in ﬁﬁ::;yw”*
highly important sensitive counterintelligence ceses (Attachment B). The - yI&
lmpact of this decision is that this meterial must be kept a minimm of 30 ¢f
years instead of 12, recognizing that before it is destroyed, the payroll
material must be sorted out for retention for an additional 26 years. We
propoge to continue our review of this materisl with a view towerd identifying
alternatives to reteining it in its present form for this period. For example,
microfilming it may be an alternative.

AN

L. Our review reveals that the remaining L4774 cubic feet includes s
conaiderable emount of material eligible for early disposal. For example, 342
cuble feet 18 already ovardue for destruction but has been held pending audit.
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We have determined that thic waterisl hes been audited, thus the Records
Center will be Instructed to destroy it. 014 material (578 cubic feet)

was stored at the Records Center prior to the eatablishment of the Records
Control chedule. While we have not completed our review of thie meterial,
ve believe much of 1t cen be scheduled for immediate destruction. An
earlier survey of our retired records revealed that Ll cubic feet of masterial
pertained more to the Office »f Clerconnel than to the Office of Finance. The
Office of Yersomnel agreed Lo aspume responglbility for thege records.
Further, we find that 87 cubic feef contains budget waterial which pertains
directly to the Cfflece of -lanning, !rogramming and ndgeting. Tiey agreed
to undertaze the responsibility for this materiml. Ye &re now arrvanging

theee transferc. There is 130 cubic feet of [ |material, wbich will 25X1A

ultimetely he transferred to the Lepartment of Defense. The remaining 3567
cubie feet is covered by updated lecords Control fchedules which have been
completed Yor all components of the Office of Finance and will zoon be
forwvarded for approval. It iz not clear whether or got the Chlef, CI wteff's
requirements include some of this remaining 3587 cubic feet. e will pursue
this possidility further with the CI Ltaff.

5. A summarirzation of our records picture shows the following:

TOTAL VOLUME 11,565 cuble feet
/+ Reecheduled for minirm retention .
of 30 yrs. per Attach A. 6,791 Lo
1 Identified for ilmmed. deastruction e
3. tcheduled for earliest destruction 578
¢/ To be transferred to O/ers. Ly
7 To pe transferred to O/ 0B 87
¢. > be transferred to the DOD 136
7. femainder covered by updated
retention schedules 3,587

6. The Records Management Officer will reschedule the 578 cubie feet
of unscheduled material, complete and forward the aforementioned updated
Zecords Control iLchedules for approval, initiate a study to determine al-
ternatives to retaining the 6791 cuble feet of original voucherrs and
sapporting docwnentation in ite present form, complete the tranefer of non-
finance material to other appropriate components, and complete the revision
of ¥Finance procedures and the publication of an instruction on Financial
fecords Management. In addition we will explore, with appropriate offices,
waye and meang of segregating payroll materisl and financial documentation
essentlal for operational purposes from financial documentation for which a
12 year or less retention period is adequate.
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Attachments e
Distribution: O & 1 - Addee, w/atts; 1 - D/Fin w/atta; 2 - OF/sS, w/atts; “‘5,f

TMCK/plg (13 September 1968)
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